
 
 Attachment 4.11(b) 
 Page 1 of 10 
 Effective Date: 07-01-05 

 ATTACHMENT 4.11(b) 
 

 Comprehensive System of Personnel Development 
 

 
This attachment describes the Utah State Office of Rehabilitation’s (USOR) policies, procedures 
and activities which ensure an adequate supply of qualified professionals and paraprofessionals 
to provide vocational rehabilitation services statewide. These policies and procedures were 
developed in coordination with the State Rehabilitation Council. 
 
1. Collecting and analyzing data on personnel needs and personnel development. 
 

The USOR has developed and maintains a computerized record system for personnel 
needs, resources and training.  The computerized personnel needs data system provides 
annual analysis of: 

 
a) Personnel Needs:   

i) the number of personnel, broken down by personnel category, that are 
employed by the State agency in the provision of vocational rehabilitation 
services in relation to the number of individuals served, 

ii) the number of personnel, broken down by category, currently needed by 
the State agency, and 

iii) projections of the number of such personnel that will be needed in five 
years. 

 
b) Personnel Development: 

i) a list of institutions of higher education, by type of program that are 
preparing vocational rehabilitation professionals, 

ii) the number of students enrolled, and  
iii) the number of students who graduated from such programs in the previous 

year with qualifications for certification. 
 
2. Plan to address current and projected need for qualified personnel: 
 

a) Determining need: 
The computerized personnel record system assists staff to determine current and 
future need for qualified personnel based on the formula of one counselor and 
one-half time secretary for each 20,000 individuals in the general population, as 
long as, at a minimum, a 50/50 staff cost to case service budget ratio is 
maintained.  Also considered in the analysis of personnel need is the number of 
current staff who will be eligible for retirement in the next five year period. 
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i.  Annual Results: 
For fiscal year 2006 USOR projects to serve 19,600 individuals.  USOR 
currently employs 118 rehabilitation counselors. During FY2006 the ratio 
of counselors to eligible consumers will be 1:166.10. During the 
upcoming state plan year four counselors and two secretaries will be hired. 

 
ii Five Year Projections:  

According to an average of the prior three years, USOR will hire an 
average of 20 new counselors per year to replace counselors who leave the 
agency.  Within the next five years USOR will experience high rates of 
retirement and finds that not all new counselors hired will remain with the 
agency, therefore it is expected 100 new counselors will be recruited and 
hired within the next five year period. 

 
b) The development, updating, and implementation of a plan that will address the 

current and projected state unit personnel needs in the recruitment and retention 
of qualified staff and provide for the coordination and facilitation of efforts 
between the state unit and institutions of higher education and professional 
associations to recruit, prepare, and retain qualified personnel, including staff 
from minority backgrounds and staff who are individuals with disabilities. 

 
The USOR has established a close working relationship with the CORE 
accredited graduate program in Rehabilitation Counseling at Utah State 
University.  The USOR Executive Director, the Director of the Division of 
Rehabilitation Services, the USOR Training Coordinator, and one Vocational 
Rehabilitation Counselor serve on the Advisory Committee to the graduate 
program.  Several USOR employees continue to provide presentations to graduate 
classes and have developed video training modules for use in the graduate 
program covering aspects of the state/federal VR program. 

 
The USOR actively recruits individuals from the graduate program in 
Rehabilitation Counseling by offering internship and practicum experiences in the 
agency.  

 
The USOR supported an RSA grant which offers financial stipends and 
scholarships for long term training as well as CSPD scholars in the graduate 
program.  Priority is given to individuals with disabilities in entering the graduate 
program and the state agency has encouraged interested consumers of services to 
pursue training in the graduate program in Rehabilitation Counseling.  Currently 
11% of state agency professional staff is listed as a member of a minority group 
which exceeds Utah’s minority population of 8.7%.  Selective salary increases are 
also given to staff members who can communicate in language related to 
disability or ethnic background as required by their job assignment. 
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USOR has maintained a standard of reasonable accommodation for current 
employees who request such assistance to perform the essential functions of their 
jobs due to disability, including drivers and readers, personal assistance services, 
assistive technology, flexible work schedules, and interpreters.  USOR actively 
recruits individuals who have a disability and gives a 10% preference in interview  
ratings to individuals who are disabled.  USOR currently employs 39 counselors 
with reported disabilities. 

 
3. The USOR will maintain policies and procedures to meet standards ensuring that all 

professional and paraprofessional personnel are appropriately and adequately trained and 
prepared, including standards that are consistent with national certification standards that 
apply to the profession or discipline in which staff are employed.  

 
a) The USOR establishes the following policy to ensure that professionals providing 

services are appropriately and adequately trained consistent with or prepared to 
meet the nationally recognized standard or certification that applies to the area in 
which such personnel are providing vocational rehabilitation services. 

 
The purpose of this policy is to ensure that all Rehabilitation Counselors, 
Supervising Counselors and District Directors employed by USOR meet the 
Comprehensive System of Personnel Development (CSPD) standard required in 
law, federal regulations and the state plan.  This standard was designed to 
guarantee that rehabilitation counselors are appropriately and adequately prepared 
and trained and USOR has designed a standard that is “consistent with any 
national or State approved or recognized certification…” (Rehabilitation Act Sec 
101(a)(v)(II)(B)(i)).  The USOR CSPD standard requires that those employees 
identified above meet one of the following: 

(1) Hold national certification as a Certified Rehabilitation Counselor 
(CRC) 

(2) Hold a Master’s degree in Rehabilitation Counseling 
(3) Hold a Master’s degree in a counseling field plus gain 5 years of 

experience as a Rehabilitation Counselor to include 12 months of 
supervision by someone who holds CRC certification. 

 
As of this date 85 counselors currently meet the standard with 32 working to meet 
the standard. 
 
 
 
 

  Hiring Preference 
  

USOR supports the retraining of existing employees and USOR will make every 
effort to recruit and hire individuals who meet the USOR CSPD standard outlined 
above.  Hiring preference will be as follows: 
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 (1) Individuals who meet the USOR CSPD standard. 
 (2) Individuals enrolled in a CORE accredited program to obtain a 

Master’s degree in Rehabilitation Counseling. 
 (3) Individuals who hold a Master’s degree in a counseling field. 
 (4) Individuals who hold a Bachelor’s degree in a related social 

service field such as counseling, psychology, social work, etc. and 
who have three or more years of counseling employment 
experience. 

 (5) Other 
 
All new counselors receive a notification attached to their letter of hire indicating 
their CSPD standing and the requirements they must meet within their first year 
of hire and subsequent five years of hire to meet the standard.  The letter is signed 
by USOR and must be signed by the prospective employee prior to acceptance of 
the position. 

 
  Timelines
 

All counselors who do not meet the standard outlined above are required to meet 
the standard within five years of their date of hire.  Counselors who do not have a 
Master’s degree in a counseling field upon hire will be required to enter a 
Master’s program and obtain the needed degree to meet the five year deadline. 
 
(NOTE:  USOR has five counselors with an unrelated Master’s degree who have 
applied for and have been granted acceptance into the CRC exam under category 
D.4. by obtaining 18 hours of related classwork instead of enrolling in a Master’s 
program.  This must be completed by 12-06.  Such individuals would be 
considered to meet the CSPD requirement once they are eligible to sit for the 
exam.) 
 
Funding Priority
 
While it is the intention of USOR to establish and maintain funding necessary to 
allow all employees to meet the CSPD requirements, exceptional and unforeseen 
circumstances may arise that prohibit such funding.  If funding is not available the 
employee will be allowed an adjusted time frame to accomplish the standard 
when such funding becomes available. 
 
USOR establishes priorities of funding for CSPD requirements as follow: 
 

a. Priority One:  Employees in a supervisory position and employees 
hired under the expectation of meeting the standard as indicated in 
their letter of hire. 

b. Priority Two:  All other employees. 
Policy regarding educational assistance related to CSPD
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Education assistance for those employees without Master’s degrees in a 
counseling field 
 
Because the graduate degree specific to Rehabilitation Counseling is preferred 
and related to the job requirements of a rehabilitation counselor, employees who 
choose to attend a CORE accredited Master’s program will be eligible for 100% 
educational reimbursement of tuition and books.  The CORE accredited program 
chosen must be eligible to grant full RSA scholarship funding to offset the costs 
of tuition, fees, and books.  All employees attending these programs must apply 
for the RSA scholarships.  In the rare instance where an approved graduate 
program may have exhausted all available scholarship monies for a given 
semester, employees will be eligible to request from USOR 100% reimbursement 
of tuition, fees, and books.  Reimbursement requests must be completed 15 days 
prior to the beginning of each semester.  These requests must be 
accompanied by a letter of scholarship denial which states that the reason for 
such denial was due to lack of available funding from the approved graduate 
program.  Employees completing required internship and practicum experience 
from a CORE accredited program will be accommodated by USOR at the 
employee’s request. 
 
Those individuals who choose to attend a Master’s degree program in counseling 
other than CORE accredited program will be eligible for standard educational 
reimbursement of 50% of tuition, fees, and books, up to the rate of a comparable 
public program at U of U.  All such coursework must be directly related to the 
employee’s job requirements.  Individuals must be accepted and matriculated in a 
graduate program in a related counseling discipline.  Such a counseling degree 
should include the following course work: 
 

a. one graduate course with a primary focus in the theories and 
techniques of counseling and 

b. two to four graduate courses with a primary focus in the areas of 
vocational assessment, occupational information and/or job placement, 
medical and/or psychological aspects of disability or community 
resources and/or delivery of rehabilitation services. 

 
Employees not in a CORE accredited program are required to meet the internship 
and practicum experiences required by their institution, which may require time 
away from the job that must be covered by personal leave time from the agency. 
 
All requests for USOR educational benefits will be considered contingent upon 
available funding and employees will be notified of approval prior to enrollment 
for each semester.  All related educational expenses and time required to complete 
any graduate program will be the responsibility of the employee. 
 
Educational assistance for those individuals hired by USOR who hold 
Master’s degrees in a counseling field.
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Individuals who hold a Master’s degree in a related counseling field will be 
considered by USOR to meet the standard, if the official transcript includes a 
class in or consistent with the Theories and Techniques of Counseling, after 5 
years of work experience with USOR, 12 months of which must include 
supervision by a CRC.  Some individuals who hold a Master’s degree in a field 
related to Rehabilitation Counseling may choose to take additional graduate level 
classes in order to reduce the work experience needed to apply for national 
certification.  As those classes would not be at the direction of the Agency under 
this policy, educational benefits outlined in the Human Resources Guide would 
apply.  This could include a 50% reimbursement of the cost of those classes. 
 
Pay increase for those who maintain CRC Certification
 
Counseling staff who obtain CRC certification will be refunded 50% of the test 
fee and will receive a 5.5% selective salary increase to offset the costs of 
maintaining the certification (unless they are in longevity).  Individuals in 
longevity who obtain certification will receive a one time bonus.  Counselors 
must continue to maintain CRC certification or they will lose the salary increase. 
 
 
Educational assistance to those who meet CSPD
 
In some cases employees who currently meet the CSPD standard may choose to 
return to an advanced degree program.  Educational benefits outlined in the 
Human Resources Guide will apply in these instances. 
 
 
Performance Plan Requirements for those not meeting the standard
 
Individuals employed as Rehabilitation Counselors, Supervising Counselors and 
District Directors must meet the CSPD standards.  New employees hired who do 
not meet the standard will have a section added to their USOR Performance Plan 
with a heading of “Professional Development.”  This section includes an 
attachment detailing the outline of a plan which enabled those employees to meet 
the CSPD guideline within the 5 years from hire deadline.   
 
Recruitment and retention of employees who meet the standard will be an 
ongoing process.  Each new counselor hired must complete a USOR Qualification 
of Personnel Standard form.  For those counselors who meet the standard at the 
time of their hire and for those who will meet the standard within 5 years of hire 
with additional work experience alone (those hired with Master’s degrees in a 
counseling field), no additional documentation will be required.  For those 
counselors who need additional education in order to meet the standard, sections 
will be added to their performance plans with a heading of Professional 
Development.  These sections must include a plan describing how the counselor 



 
 Attachment 4.11(b) 
 Page 7 of 10 
 Effective Date: 07-01-05 

will meet the standard, by obtaining the required Master’s degree, within 5 years 
of the date of their hire.  These plans shall be submitted to the USOR Training 
Coordinator with the USOR Qualification of Personnel Standard form within 30 
days of hire and must be signed by the employee, the supervisor and the District 
Director.  Minimum requirements for the first year of the plan for those 
counselors who do not hold a Master’s degree in a counseling field will include 
acceptance into a graduate program and the satisfactory completion of 2 semester 
hours of course work required in the approved program.  Satisfactory completion 
means courses are completed in a timely manner at a performance level to meet 
graduate school requirements.  Progress sufficient to meet the CSPD plan 
requirements will be monitored in each subsequent year as set forth in the 
employees Performance Plan. 
 
The Performance Plan will be reviewed as required by the supervisor.  If an 
employee has not satisfactorily completed all activities outlined for the year of 
review they will receive an unsatisfactory rating in the Professional Development 
section and be placed on corrective action.  A corrective action plan will be 
written with short term goals established to remediate the lack of progress.  The 
corrective action plan will establish 3 and 6 month reviews.  If the corrective 
action is not successful, disciplinary action will result which may include 
termination based upon non-compliance with USOR agency policy.  Normal 
supervisory review procedures will apply and be available to the employee.  New 
employees who do not make the outlined progress in the first year of probationary 
status will be terminated from the agency in probationary status with no recourse 
for the employee. 
 

4. Addressing the individual communication needs of VR consumers: 
USOR maintains or obtains the services of individuals able to communicate in the native 
languages of individuals who have limited English speaking ability or modes of 
communication of the individual, applicant, and consumer.  The USOR has specific skill 
level requirements relevant to communication for staff working with Spanish speaking 
consumers, Native American consumers, blind consumers and consumers who are deaf.  
There are also requirements concerning knowledge of culture issues that may impact 
services to these groups.  The USOR requires the use of State of Utah certified 
interpreters for the deaf when sign language interpreter services are required in the 
provision of VR services. 

 
5. The USOR personnel receive on-going appropriate and adequate training through a 

system of staff development.  The USOR staff development program has primary 
responsibility to assure that all personnel employed by the state agency are appropriately 
and adequately trained and prepared.  In-service training provides for attendance at 
workshops, conferences, formal course work and agency developed and conducted 
training sessions.  Training is offered in the fields of counseling, informed choice, 
medical assessment, job placement, rehabilitation technology, current research, legal 
rights, culturally diverse populations, ethics, WIA and the Rehabilitation Act 
amendments of 1998, and other topics related to the field of vocational rehabilitation.  All 



 
 Attachment 4.11(b) 
 Page 8 of 10 
 Effective Date: 07-01-05 

employees have access to these training opportunities.   
 

Specific training plans are in place for the following areas: 
 
a) Retention of Qualified Personnel:   

All staff have individual training plans, developed as part of the performance 
appraisal, and part of a self directed continuous improvement process.  These 
plans also serve as a portion of the needs assessment of USOR annual training 
needs.  All staff covered by current USOR approved CSPD plans are required to 
complete 100 hours of training, specific to their area of employment, each five 
years.  All training is CRC approved and hours of continuing certification are 
granted. 

 
b) Succession Planning: 

The USOR continues to work closely with Utah State University, the Region VIII 
Continuing Education Forum and the National Recruitment Center to plan for and 
maintain a well trained workforce.  The USOR requires all employees who plan 
to retire to file a letter of retirement intent with the agency one year prior to their 
retirement date.  The USOR will bring new staff into a position to be vacated by a 
retiring employee and double fill the position for up to two months to provide for 
a smooth transition of services. 

 
c) Leadership Development and Capacity Building: 

The USOR encourages staff to develop a career path.  Staff who express interest 
in leadership areas are provided with training through the Utah State Human 
Resources Certified Public Manager program.  Any professional staff member 
who meets the CSPD standard is eligible to attend the management training.  This 
training is equivalent to one year of supervisory experience in the State promotion 
policy.  The USOR also sends staff to the Executive Leadership Program in 
Rehabilitation offered by RCEP and to the emerging leaders program through 
Western Washington University. 

 
Evaluating vocational rehabilitation staff performance: 
 
The USOR system for evaluating the performance of Rehabilitation Counselors, 
Coordinators, and other personnel is based on a variety of different factors for each 
specific job classification.  Equal balance is given to a variety of essential job functions 
to determine an overall Individual Performance Review and to determine areas of needed 
training and technical assistance.  As an example, consideration is given in the following 
areas for the final performance rating of Rehabilitation Counselors: 

 
a) Eligibility determination including the evidence of analytical and decision making 

skills, audit exception findings, numbers of referrals processed, and evidence of 
timely eligibility decisions based on case record and R-11 data. 
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b) Provision of rehabilitation services including demonstration of skills in 
negotiating vocational goals and intermediate objectives, involvement of the 
client or advocate in the informed choice process, creative and effective job 
placement strategies, use of counseling skills to assist clients in overcoming 
personal and disability related obstacles to successful completion of the plan, and 
number of cases closed successfully reaching their vocational goal including 
competitive wage and benefits available. 

 
c) Caseload management, to include demonstrated ability in analyzing community 

needs to maintain caseload size, the number of active consumers served, and a 
relatively high percentage of consumers who are severely disabled or most 
severely disabled as compared to the total caseload.  Also considered are 
demonstrated time management skills and ability to work independently.  

 
d) Responsibility for caseload budget including exercising judgment in authorizing 

case service funds, innovative use of similar benefits and services, timely and 
accurate processing of bills and authorizations, maintenance of facilitative 
relationships with vendors, and ability to clearly state and summarize requests for 
supervisory approval of services. 

 
e) General performance criteria including technical effectiveness, planning and 

organization, organizational commitment, interpersonal communication and 
professionalism and ethics. 

 
 
6. Coordination of USOR’s comprehensive system of personnel development with 

personnel development under the Individuals with Disabilities Education Act (IDEA). 
USOR will conduct the following activities to coordinate personnel development with 
IDEA: 
 
a) Maintain the cooperative agreement between the Utah State Office of 

Rehabilitation and the Utah State Office of Education Services for At Risk 
Students, for a project of systematic transition for Utah’s disabled youth. 

 
b) Provide cross systems training, advanced counselor training, medical aspects of 

disability training and training on the Rehabilitation Act amendments of 1998.  
 
c) Continued participation on the Utah State University Rehabilitation Education 

advisory board. 
 

d) Maintain cooperative agreements with Utah’s school districts and have a 
rehabilitation counselor trained in transition services assigned to each high school 
in the state. 

 
e) Maintain membership on the Utah Special Education Consortium for 
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Comprehensive System of Personnel Development under IDEA. 


